CHAPTER 3

OPERATING TARGETS

Supply functions and inventory procedures
were covered in the preceding chapter. This
chapter will be devoted to explaining how the
Navy gets its money, the system used to account
for it, and the part that the Command Religious
Program (CRP) plays in utilizing its portion of
the command’s budget.

Each year the Navy must have billions of
dollars to carry out its mission and this money
comes from the taxpayers of the United States as
determined by Congress. Therefore, the Navy
must keep detailed accounts to show the receipt
and expenditure of public funds; the amount of
Government money, materials, and property on
hand; and, the cost of all operations. These ac-
counts are broken down by projects, programs,
and various other functional categories. All of
these categories are a part of financial manage-
ment and are necessary to ensure that Govern-
ment property and money are used economically
in the public interest.

The Religious Program Specialist (RP) needs
to become familiar with various budgeting and
accounting procedures in order to assist the
command chaplain in utilizing that portion of
the budget which is allocated to the CRP.

APPROPRIATIONS

An appropriation is an authorization by an
Act of Congress to incur obligations for a
specified time and purpose, and to make
payments out of the Treasury of the United
States. It is in this manner that the Navy receives
money to pay for ships and the cost of their
operation and maintenance; the cost of training
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and paying the personnel who operate them,;
and, the money to operate the shore establish-
ment needed to support the fleet.

As previously stated, the Navy must keep
detailed accounts to show the receipt and ex-
penditure of public funds. This is accomplished
by observing a yearly accounting cycle. The ac-
counting period for the Navy is the fiscal year
which differs from the calendar year in that it
begins on 1 October and ends the following 30
September. Thus, fiscal year 1980 began on
1 October 1979 and ended on 30 September
1980.

TYPES OF APPROPRIATIONS

Three types of appropriations may be used in
the Navy depending on the purpose for which
they are issued. Most appropriations are for 1
year and are used to finance the normal
operating costs of the Navy. Other types may be
granted without a time limitation or for a
specific period of time of more than 1 year’s
duration. RPs will normally work with ap-
propriations which are for 1 year only. The next
few sections will be devoted to explaining the
three types of appropriations.

Annual Appropriation

An annual appropriation, which is of
primary concern to the RP, generally covers the
current operating and maintenance expenses of
the Navy. This appropriation becomes available
at the beginning of the fiscal year stated in the
appropriation act. Once the act is passed, funds
may be either directly expended or obligated
throughout the fiscal year.



After the end of the fiscal year, each com-
mand must return any unobligated funds to the
United States Treasury through proper Navy
channels. Prudent management by the com-
mand chaplain and RP of the CRP allocation
will ensure that the various programs conducted
throughout the year have sufficient money to
operate. Also, continuity from one fiscal year to
the next will be maintained if careful planning
and close adherence to the budget is observed.

Continuing Appropriation

A continuing appropriation is available for
incurring obligations until the purpose for which
the appropriation was made is accomplished.
This type of appropriation is often referred to as
a “no-year” appropriation. Construction pro-
jects such as the building of a new chapel com-
plex would probably be financed by this type of
appropriation.

Continuing appropriations become available
at the beginning of the fiscal year following the
passage of the appropriation act or may become
available immediately when specified in the act.
Each command must return any unobligated
funds to the United States Treasury through
proper Navy channels once the purpose of the
continuing appropriation has been ac-
complished.

Multiple-Year Appropriation

A multiple-year appropriation is generally
made for purposes which require a long lead
time in planning and execution. Procurement of
aircraft/missiles and shipbuilding/conversion
are examples which require multiple-year ap-
propriations. This type of appropriation
becomes available for obligation and expend-
iture at the beginning of the fiscal year
designated in the appropriation act unless other-
wise stated in the act. A multiple-year ap-
propriation is available for incurring obligations
only during the fiscal years specified in the act.

Each command must return any unobligated
funds to the United States Treasury through
proper Navy channels at the end of the last fiscal
year included in the multiple-year appropriation
or when the appropriation expires for obligation
purposes.
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STATUS OF APPROPRIATIONS

Appropriations are referred to as current, ex-
pired, or lapsed. The personnel in the supply
department will provide the RP with assistance
in determining the status of any appropriation.
A brief description of the three status terms is

shown in|figure 1I-3-1

FUNDS

Funds are sums of money or other resources
which are established for a specific purpose.
Two types of funds are used extensively
throughout the Navy and RPs need to under-
stand how and why they are used. The two types
of funds, revolving and trust, will be explained
in the next few sections.

CURRENT APPROPRIATION

An appropriation which is available for
incurring obligations and making
disbursements during the current fiscal
year.

EXPIRED APPROPRIATION

An appropriation which is no longer
available for incurring obligations, but
which remains available for
disbursements to liquidate existing
obligations.

LAPSED APPROPRIATION

The undisbursed balance of an ap-
propriation which by law is no longer
available for disbursement.

Figure II-3-1—Terms Associated with the Status of
Appropriations.



REVOLVING FUNDS

A revolving fund is established to provide
working capital for the Navy. Money is paid for
the procurement of materials and services; and,
is reimbursed when these materials and services
are received or sold to local Navy commands.
There are various types of revolving funds. A
brief description of several types will be pro-
vided in the following sections.

Navy Stock Fund (NSF)

It is not practical for each activity in the
Navy to purchase all of its operating require-
ments directly from commercial suppliers. The
Navy Stock Fund (NSF) exists for this reason. It
provides the necessary capital to finance the

purchase and maintenance of stocks of common
supply items which are required for the support
and operation of the entire Navy. Basic capital
(money) for the NSF is made available by Con-
gress in much the same manner as appropria-
tions. The total value of the NSF is reviewed an-
nually by Congress and is adjusted accordingly
to meet current operating requirements.

The RP needs to be familiar with certain
charges and credits which are applied to the
NSF. Although record keeping of the charges
and credits for each command is the primary
responsibility of the storekeeper in the supply
department, a basic understanding of NSF
financial responsibilities will enhance the RP’s
lerstanding of the Navy supply system.
shows a list of the most common

NAVY STOCK FUND

NSF CHARGES

NSF CREDITS

Expenditures for the purchase or manufac-
ture of stores, supplies, equipment, and
services.

Appropriation adjustments lodged against the
fund for sale of materials from another
account.

Losses by accounting, price adjustment,
appraisal, inventory, sale, survey, which
are not properly charged to an appro-
priation.

Donations of surplus material for public
health and educational purposes including
research.

Authorized charges for repair of material.

Issues of clothing items for health and
comfort when not charged to another
appropriation.

Payment of claims approved by the Gen-
eral Accounting Office (GAO).

Issues charged to an appropriation or fund.

Cash sales (including sales to other Govern-
ment departments).

Sales to other accounts.

Collections from carriers for material either
lost or damaged in transit.

Gains by accounting, price adjustment,
appraisal, inventory, sale, and survey
which are not properly credited to an
appropriation.

Reimbursement from the Defense Logistics
Agency (DLA) for the pro rata share
of proceeds from the sale of surplus,
scrap, and salvage material which has
been expended.

Figure II-3-2.—Most Common Charges and Credits of the Navy Stock Fund (NSF).
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Figure II-3-3.—Navy Stock Fund (NSF) in Operation.

items which are “charged” or “credited” to the
NSF.

NAVY STOCK FUND USE.—The NSF
fulfills its role as a revolving fund by purchasing
designated supplies from commercial sources,
the Defense Logistics Agency (DLA), the
General Services Administration (GSA), and the
Departments of the Army and Air Force. These
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supplies may be charged against a specific
appropriation or sold for cash. The NSF is
reimbursed for supplies when they are issued or
sold. While these supplies are being held
(waiting to be sold), they are maintained in the
Navy Stock Account (NSA).

NAVY STOCK ACCOUNT.—The Navy
Stock Account is an inventory account and is an



integral part of the NSF. It serves as the
“holding account” for NSF-procured supplies
until they are sold. Thus, the total value of the
NSF actually consists of money on hand plus the
value of the supplies maintained in the NSA.

NAVY STOCK FUND OPERATION.—
[Figure 11-3-3] shows the basic operation of the
NSF. A brief description of the numbered steps
in this figure is shown below.

1. Material is purchased by the NSF from
commercial suppliers, the Defense Logistics
Agency (DLA), the Departments of the Army
and Air Force, and the General Services

Administration (GSA).

9

(s
/

n
COMMERCIAL SUPPLIERS
DLA, ARMY, AF, 6SA

i

2. The suppliers in step 1 deliver material to

designated naval supply activities where it is held
in the inventory account (Navy Stock Account)

until requested-by a Navy customer.

COMMERCIAL SUPPLIERS
DLA, ARMY, AF, GSA

NAVY SUPPLY ACTIVITY

3. An organization in the Navy (a ship in

this explanation) needs to replace material which
has been used in its operations. A requisition
DD Form 1348) is submitted to the appropriate

supply activity requesting the material.

NSA

NAVY SUPPLY ACTIVITY

¥

ORIGINAL

M

The ship in step 3 forwards a copy of the
requisition document to the appropriate Fleet
Accounting and Disbursing Center (FAADC)
for use in performing the ship’s official
operating target (OPTAR) accounting. The
FAADC reduces the ship’s budget by the
amount of the DD Form 1348. Operating targets
will be explained later in this chapter.

¥ .‘h&n.
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5. The material is issued to the ship by the
appropriated supply activity.

2

NAVY SUPPLY

@/
t}ﬂ..

6. The supply activity submits a “Report of
Fund Authorization” (NAVCOMPT Form
2074) with a supporting “Financial Detail Card”
(NAVSUP Form 1162) to the appropriate
FAADC authorizing the FAADC to charge the
ship’s OPTAR the amount of the material which
was requested. This provides the FAADC with a
cross-check mechanism to compare the amount
on the ship’s DD Form 1348 with the amount on
the NSA’S NAVCOMPT Form 2074 and NAV-
SUP 1162.

NAVCOMPT
2074 AND
NAVSUP {182

[

NSA

Navy suppLy acTivity [
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7. The NSF is credited the amount of the re-
quisition, thus completing the cycle.

Religious Program Specialists should realize
that they play an important role in the proper
utilization of the Navy Stock Fund (NSF). The
requisition forms which were filled out and ex-
plained in[Chapter 2| are a vital part of the NSF,
The information which is inserted in the data
blocks and card columns pr0v1des the NSF with
pertinent information whic eeping
material readily available. shows
the DD Form 1348 which was prepared for the
four “Candlelighters and Snuffers” in the
previous chapter. All of the information on this
form is important; however, the most critical in-
formation to both the customer and the NSF is
contained in card column 44 (DEMAND). This
section informs inventory managers at the
various stock points which items must be
replenished for the next year. As stated
previously, the two codes which the RP will use
the most often are “R” and “N.”
explains how and under what circumstances
these codes are used.

Navy Industrial Fund (NIF)

The Navy Industrial Fund (NIP) is a revolv-
ing fund which is used to finance the cost of
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Figure 1I-34.—DD Form 1348 Requisition for Candlelighter and Snuffer with Emphasis on Card Column 44 (DEMAND).

maintaining and operating industrial
commercial-type activities such as naval
shipyards. Basically, the NIF serves the same
purpose as the Navy Stock Fund which was ex-
plained earlier in this chapter. The major
charges that are credited to this fund are: civilian
labor, material purchases, travel of personnel,
transportation of material, cost of utilities, and
equipment/property rental. The RP will not be
directly involved with this type of fund but
should be aware that it exists.

Naval Working Fund (NWF)
The Naval Working Fund (NWF) provides a

single permanent revolving fund for financing
all work which is not chargeable to some current
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naval appropriation. Advance funds are
deposited to the NWF for work or services that
are to be furnished by the Navy. For example,
the pay and allowances for sailors from an allied
government which are embarked aboard U.S.
Navy ships for training are deposited by their
government in the NWF. The sailors are then
paid their salaries out of this fund. The RP will
probably not be involved in using this fund.

Navy Management Fund (NMF)

This fund is used for the economical and
efficient completion of Navy operations which
are financed by two or more appropriations
when the costs of these operations cannot be



credited immediately to the specific appropria-
tions. Paying for the shipment of household
goods is an example of a charge which would be
financed by the NMF. The RP should know that
this fund exists even though the CRP will not be
directly involved with using this fund.

TRUST FUNDS

Trust funds are used in accordance with the
guidelines specified by an Act of Congress; or,
under the terms of a special agreement with
private contributors. Public contributions which
are received for the purpose of maintaining the
USS Arizona Memorial at Pearl Harbor,
Hawaii, shown in figure 11-3-5] is an example of
a trust fund.

Another very important trust fund with
which the RP should be familiar is the fund that
receives its money from the sale of merchandise

—eSEnt—

in the ship’s store. This fund helps provide
recreation and entertainment for enlisted per-
sonnel from the profits which are accumulated
through sales of merchandise. Therefore, the RP
should purchase items in support of the CRP
from the ship’s store whenever possible. NOTE:
Later in this chapter and in[Chapters 4 and 5,
nonappropriated funds and a petty cash account
will be explained. The requirements for purchas-
ing materials from other than regular supply
sources will be explained when nonappropriated
funds and the petty cash account are covered.

NONAPPROPRIATED FUND

This type of fund will be explained more
fully in[Chapters 4land 5. However, a brief ex-
planation here will show the difference between
appropriated and nonappropriated funds. A

ooy, ol 4y

Cy—

287.1

Figure II-3-5.—USS ARIZONA Memorial Located at Pearl Harbor, Hawaii.
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nonappropriated fund differs from an appropri-
ated fund in that it comes from sources other
than congressional appropriation. The Com-
mand Religious Program chapel fund is usually
the only type of nonappropriated fund with
which a chaplain and the RP are associated.
Chapel funds are established by authority of the
commanding officer and are to be used for pro-
jects of a religious and humanitarian nature.
Normally all expenditures will reflect the desires
of the donors. However, it should be noted that
the commanding officer reserves the right to
approve or disapprove any expenditure from
these funds.

SOURCES OF REVENUE

Voluntary offerings and contributions
received at religious services constitute the major
source of revenue for CRP chapel funds. Other
sources of revenue are:

1. Designated contributions from individ-
uals or organizations for the support of religious
programs, projects, or charitable causes.

2. Proceeds from the authorized sale of
CRP chapel fund property.

3. Grants from the Chief of Chaplains fund
or other nonappropriated funds.

DISBURSEMENTS

Disbursements of CRP chapel funds will be
made for purposes consistent with the desires of
the commanding officer and the intentions of
the contributing group as mentioned previously.
Organizations such as Protestant and Roman
Catholic advisory councils usually represent
their particular groups in determining the ex-
penditure of funds. Appropriate expenditures
include, but are not limited to, the following:

1. Donations to missions and religious
outreach projects.

2. Donations to charitable and relief pro-
jects.

3. Expenses incurred in connection with
social service and community service enterprises
sponsored by the CRP.
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4. Expenses incurred in connection with
fellowship activities such as dinners and outings.

Logistical support for the Command Reli-
gious Program is provided through the use of
appropriated funds. CRP chapel funds WILL
NOT be used for paying salaries of support per-
sonnel, the purchase of literature and material,
printing costs, administrative expenses, or any
other expense for which an appropriated fund
exists. Supplementary items and services re-
quired for the CRP and not available from
official sources may be purchased through the
use of command chapel funds. However, the
following expenditures or obligations are
specifically prohibited:

1. Loans to individuals.

2. Purchases of motor vehicles.

3. Purchases of stocks, bonds, or other such
investments.

4. Oblations or commitments in excess of

current cash assets of the fund.

The accounting procedures for a nonappro-
priated CRP chapel fund will be explained in

and 5.

OPERATINGTARGET (OPTAR)

The term “Operating Target” (OPTAR) is
defined as an estimate of the amount of money
which will be required by a ship, staff,
squadron, shore installation, or other unit, to
perform its assigned mission. An OPTAR has to
do specifically with the purchase of supplies and
equipage and is available for spending during a
single fiscal year. As stated previously, a fiscal
year starts on 1 October and ends the following
30 September. Therefore, the OPTAR for a
specific year expires when that year ends on
30 September. This means that new orders for
material may not be placed using the OPTAR
for the expired fiscal year. The command
chaplain and RP should check periodically
throughout the fiscal year with the personnel in
the supply department to determine how much
money is available for use by the Command
Religious Program.



Commanding officers are responsible for the
proper and effective utilization of OPTAR
funds. The supply officer is responsible for
maintaining OPTAR records and submitting
status and transaction reports to the command-
ing officer. In discharging this responsibility, the
supply officer relies on the storekeeper who
performs the task as the OPTAR recordkeeper.
This designated individual maintains the
Requisition/OPTAR Log (NAVCOMPT Form
2155) shown in[figure 11-3-6] It is very important
that all departments aboard ship or at a shore
installation maintain a close liaison with both
the supply officer and OPTAR recordkeeper to
ensure that accurate records are kept. The com-
mand chaplain must assume responsibility for
the proper utilization of the OPTAR funds
which are allocated to the office of the chaplain.

The RP will be expected to oversee the
expenditures within the office of the chaplain or,
at least, will be assigned accounting respon-
sibilities for the CRP OPTAR. Through careful
planning and strict adherence to locally
established OPTAR procedures, the RP will be
able to contribute significantly to the overall
mission of the ship or command. The RP should
seek advice from the personnel in the supply
department whenever needed.

EMPLOYMENT OF
CIVILIAN CLERGY

Many of the concepts involved with how the
Navy obtains and spends money were explained
in the preceding sections of this chapter. It is
important to remember that OPTAR funds have
to do specifically with the purchase of supplies
and equipage; and, that all other funds and
appropriations are used for other designated
functions. The next area that will be discussed
has to do with obtaining the services of auxiliary
chaplains, contract chaplains, and clergy for
occasional ministries to assist in the Command
Religious Program. Procedures and guidelines
for the employment of these clergypersons are
outlined in SECNAVINST 1730.3.

The RP should be familiar with the termi-
nology associated with the hiring of civilian
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clergy who assist in the CRP. Listed below are
three definitions which RPs should know con-
cerning the employment of civilian clergy-
persons.

1. Service contract—one which calls directly
for a person’s (contractor’s) time and effort
rather than for an end product.

2. Personal services contract—the procuring
of services by contract in such a manner that the
person (contractor) is in effect an employee of
the Government.

3. Nonpersonal services contract—the pro-
curing of services of a person (contractor) by
agencies of the Department of Defense in which
the person (contractor) is not considered to be
an employee of the Government.

AUXILIARY CHAPLAINS

Commanding officers may obtain the serv-
ices of civilian clergy to serve as auxiliary
chaplains in meeting the religious needs of per-
sonnel when military chaplains are not available;
or, when there is a specific need for additional
professional personnel to supplement the
already existing professional staff. These clergy-
persons will be hired on a “personal services”
basis.

Guidelines for Appointment

The RP must be aware of the guidelines
surrounding the appointment of auxiliary
chaplains. Some of the specific guidelines are
listed below.

1. Auxiliary chaplains will be given appoint-
ments for conducting regular services on a fee
basis.

2. Auxiliary chaplains will be employed only
in those situations where adequate coverage by
commissioned Navy chaplains is not available.

3. Auxiliary chaplains will be responsible to
the commanding officer of the ship or installa-
tion which they serve; and, their supervision will
be exercised through the local activity’s com-
mand chaplain.
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Figure I1-3-6.—Requisition/OPTAR Log (NAVCOMPT Form 2155).
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Figure II-3-7.—Personal Qualifications Statement (Standard Form 171). Page 1
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4. The duties of auxiliary chaplains will be
of a purely religious nature such as conducting
services and providing private ministrations
which are necessary for the welfare of personnel.

5. The wearing of uniforms by auxiliary
chaplains, including Reserve chaplains acting in
the capacity of auxiliary chaplains, is not
authorized.

6. Reserve chaplains serving under the
authority outlined in SECNAVINST 1730.3 for
auxiliary chaplains WILL NOT be entitled to
earned drill points or other Reserve compensa-
tion for these services.

Qualifications for Appointment

An auxiliary chaplain must be a fully
ordained clergyperson; and, must have an
ecclesiastical endorsement from an agency that is
recognized by the Armed Forces Chaplains
Board as an endorsing agency. Obtaining this
endorsement is the responsibility of the clergy-
person who is seeking appointment. Endorse-
ments will be sent directly from the endorsing
agency to the Chief of Chaplains.

Appointment Process

The appointment process involves a number
of steps. A list of the most important steps is
shown below.

1. Appointments of auxiliary chaplains will
be made by the commanding officer with the
approval of the Chief of Chaplains.

2. Nominations for appointment will be
made by the commanding officer on the recom-
mendation of the command chaplain. The
nomination will include the name and faith
(denomination) of the applicant and the place
and length of appointment. This nomination
will be submitted on the four-page Application
for Federal Employment, Standard Form 171
(Personal Qualifications Statement), shown in
[figures I1-3-7](page 1), II-3-8 (page 2), 11-3-9
(page 3), and II-3-10 (page 4). Federal civilian
personnel office advisors are available at most
commands to assist in the preparation of this
form.
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3. Standard Form 171 will be sent to the
Chief of Chaplains accompanied by a letter in-
dicating that the applicant has requested an
ecclesiastical endorsement.

4. Appointment of auxiliary chaplains will
be made for a term not to exceed 3 years.
Reappointments for additional terms will re-
quire the same procedure as initial appoint-
ments. This means that a Standard Form 171
must be submitted along with the certification of
ecclesiastical endorsement.

5. Auxiliary chaplains are hired through the
use of a “personal services contract” and are
charged against authorized civilian ceilings.

Privileges of Appointees

Auxiliary chaplains ARE NOT authorized
travel pay, subsistence pay, commissary and ex-
change privileges, or other similar privileges
which are granted to members of the military.
However, they may be given temporary duty
travel orders when it is deemed appropriate by
the commanding officer.

Payment of Appointees

Auxiliary chaplains will be paid from appro-
priated fund resources of each local command.
The fee for auxiliary chaplains cannot exceed the
following limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1, not to
exceed an average of two weekday services per
week for the period of the appointment.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national auxiliary chaplains
in foreign countries must conform to the local
economy and be established by the respective
area commander.



1 Experience Begin with current or most recent work of volunteer experience and work back Account or periods of unemployment exceeding three months and your
residence address at that time on the last line of the experience blocks in order of occurrence

Way nquiry be made of your present employer regarding your characier. quahfications, and record of employment?

(A “NO" will not atfect your consideration fos empioyment opportunities except for Adminislrative Law Judge positions ) DVES NO
Name and address of employer's organization finclude 2IP Code, 17 known) ates employed (give month and year) [Average number of hours per week]
n From Te J_
Saiary or earnings Piace of empioyment
Beginning § per City
Ending § per State
[Exact title of your position Name of )immediate supervisor Area Code  Telephone Number :‘.‘é’:«“’ and kind of employses you super-
Kind of or organizati fe ing. It Federal service, civihan or rmlltarly series, grade or rank, and dateof | Your reason for wanting to leave
accounting. social services, elc.) last promotion
Description of work (Describe your specific duties, responsibily and accompl, in this job.}.

For agency use (skill codes, efc )

: Name and address of employer's organization finclude ZIP Code. 1f known) ates employed (give month and year) JAverage number of hours per wee

From To
Salary or earnings lace of employment

Beginning $ per City
Ending $ per State
FET:C! title of your position ]Name of immediate superyvisor Area Code Telephone Number [Numbes and kind of minployees you super-

1 l vised

Kind of business or orgamization (manufacturing.

t i Federal service, civilian or military: series, grade or rank, anddateof {Your reason for leaving
|accounting, sacial services, etc ) fast promotion
Description ot work {Describe your specific duties. resp s and accomplishments in this job.)
For agency use {skill codss, etc.)
Euame and address of employer's arganization finclude ZIP Code, if known) Dates employed {give month and year) [Average number of hours per waeiﬁ
From To
Yﬁace o1 empioyment
nar ity
n per Gity
Ending $ per Isme
— -
xact title of your position ame of immediate supervisor Area Code  Telsphone Number [Number and kind of employees you super-
l I vised
Kind of business or organization {manufacturing. ederal gervice, civilian or military series, grade or rank. anddateo] |Your reason for leaving
accounting, social services, etc.) last promotion
bﬁcriplion of work (Describe your specittic duties, ibilities and lish in this job.):
N For agency use (skill codes, efc.)
Page 2 It you need additional experience blocks, use Standard Form 171-A o blank sheets of paper

SEE INSTRUCTION SHEET

287.2B
Figure I1-3-8.—Personal Qualifications Statement (Standard Form 171). Page 2
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Attach Supplemental Sheets or Forms Here

2. A Spacial qualitications and skilis (skilfs with i patents or , Your most impoi P {do not submit copies unless your public speaking and
7 ip in p i or screntific societies; etC.)
8. Kind of license ar certificate (pilol, registared nurse, iawyer. radio operator, CPA, stc.)| C. Latest license or certificate D. Approximate number of words per minute
Year State or other licensing authority Typing Shorthand
L

i
3. A Did you gudumT om Nuh SChool or will you graduate within fhe nex] nine months, | 8. Name and location (city and Stefe) of last high schaol attended
or 40 you havi h school equivalency certificate?

jon lnd ym jo | Highsst grade completed
C.Name and location (city, State, and 2IP Code. if known) of collage or univessity. (if you Dates Attended Yaars Completed No. LOMpIRISt 5 Type of ¥ "
expect to graduate within nine months, grve MONTH and YEAR you expect 1o receive Quarter Degree 0ar 0
your degree.) From To Day Night Hours Hours | (BA.etc)| Degree

0. of Credits Compieted 1 € Chiet praduate college subsects 0_of Credits Complet
Semesier | Quarter

Semesier | Quarter
Hours Hours Hours Hours

D Civef undergraduate college subjects

F. Major hieid of study at highest level of college work

G Other schools ot traming [for example, lrade. vocations). Armed Forces or business). Give for each the name and location (city. State. and 2IP Code. if known) of schooi. dales attended. sub-
jects studied. number of classroam hours of instiuction per week. certificate, and any other pertinent data

24. Honors, awards. and feliowships received

25 Languages other than English List the languages fother than Engirsh) 1n which you are proficient and indicate your level of proficiency by putting a check mark { y” | in the appropriate column
a) 3bility in 2 languser sther than Enalish may be glvan sn interview conductad selsly In Shat lsngusse. Describe 1n Item 35 how you ganed your language skills

and the amount of experience you have hno eg. 72nows of traming. spoke 8! home for 18 years. seii-taught. etc )
PROFICIENCY
Can Prepare and ¢ Have Facilily to Trans(ate Articies. Can Read Articles. Techmcal
Name of Languagei(s) Delrver Lectures Can Convarse Technical Materials, etc Matenials, etc for Own Use
Fiuently With Difficulty Fluently Passably Into English From English Easily With Didficulty

2 Reterences List three persons who are NOT related 10 you and who have definite knowledge of your gualificatians and fitness far the position tor which you are nvplymn 0o not repeat names
of supervisors listed under ltem 21, Expenence.

Eoll Mamd Present Businass or Homs Address
Fuil Rame {Number, Street, City, State and 2P Code}

Pma

287.2C
Figure II-3-9.—Personal Qualifications Statement (Standard Form 171). Page 3

3-15



Answer Itams 27 through 34 by placing an “X" in the proper column. vsino

27. Are you a citizen of the United States? .. ... ... ... e PR
It "NO”, give country of wiich you are a citizen

MOTE A conviction or a firing does not necessarily mean you cannot be appointed The nature of the conviction or firing and how tang ago 11 occurred s important Give all the tacts sa that
a decision can be made

28 Wiihin the last tive years have you been fired trom any job for any reason?

oS

N

29 Wilhin the last tive years have you quit a jod after being notiied that you would e treg? B .. e
1 your answer to 28 a7 29 above 1s "YES™_ give detasls in Item 35 Show the name and aodress g ZIP Code) ol smploy. date. and reasons (n each case This in-

formation should agree with your answers in Mtem 21, Experence

30 A Have you ever been convicied, forfeited collaterat, or are you now under charges for awy telmy ar amy firearms or axplosives otfense against the (aw? (A feiony 1s defined as any of-
fense by mpi for a term 9 one year. but does ol include any offense classihed as a Misdemeancs under the laws of a State sad punishabie by a term of
unprisonment of two yearsoriess ) ... .. .. . EE e B

B8 During the past seven years have you been conviCled. imprisaned. on grobation or paroke or forteited collaterat, or are you now under charges for any oltense against the law not in-
cluded i A_above? . S o . . C L ceeos

NOTE When answering A and B above. you may amit {1) raltic tiaes tor which you paid a fine of $50.00 or less. (2) any offense commtted before your 18th birthday which was linally ag-
judicated (b a juvende court or under a youth otfender Jaw. (3) any conviction the record of which has been expunged under Federal or Stale law: and (4) any conviction set e
under the Federal Youth Corrections Act or similar State authonty

31 Whie in the mifitary service were you ever canvicied by a generat courl-martial? FE J PR
it your answer to J0A. 308, or 31 1s "YES" give detaris in ltem 35 Show for each offense (1) date; (2) charge. (3} piace: (4} court. and (5} action taken

A A A

32 Does the United States Government employ in a civihan capacity or as a member of the Armed Forces any relative of yours by diood or marriage)? (See Nems 32 and 33 in the at-
tached istruction sheet ) e . e B e IR . - .

33 Do you live with. or wathuin the past 12 manths have you lived with. any of these relatives who are smployed 0 a civilian capacity? ... . e e o
It your answer to 3215 "YES™. give in Item 35 for such relatives (1) name. (2) present address finciuding 2I° Codey. (3) relatonstup: (4) department. agency or branch of the armed

AL

torces
I your answer 1o 3315 "YES". also give the kind of held by the you live with or have lived with wethin the past 12 months
34 Do you receive, or do you have pending. apphcalion for relirement or retainer pay. pension. or other compensation dased upon military, Federal civilian, or Disirict of Columbia Gov ‘

ernment service? o -
H your answer [0 3415 "YES", qive detaiis in Item 35.

Your Statement cannol be processed until you have answered all questions. including items 27 Ihrough 34 above. Be sure you have ptaced an "X to the lett of EVERY
marker { 4 ) above, either i the “YES or “NO" column

X ftem Space for detailed answers indicate Ilem number 1o which the answers appi
Numbar pply

# more space 15 requued. use tuil sheels of paper approximately e same size as this page. Write on each sheet your name. birth date, and announceinent of posiion title Afiach all sheets 10 this
Statemant al ihe top of page 3

ATTENTION — THIS STATEMENT MUST BE SIGNED
fead ihi foflawing paragrapha carsiuliy beiere signing this Sistement.
A false answer to any question in this Staterent may be grounds for not empioying you, or for dismissing you after you begin work, and may be punishable by fine or im-
prisonment (U.S. Code, Title 18, Section 1061). Al the information you give will be considered in reviewing your Statement,
AUTHORITY FOR RELEASE OF INFORMATION

| have completed this Statement with the knowledge and understanding that any o¢ all items contained herein may be subject to Investigation prescribed by law or Presi-
dential directive and | consent to the reisase of information concarning my capacity and fitness by employers, sducational institutions, faw anforc, nent agencies, and other
individuals and agencies, to duly accredited Investigators, Personnel Statfing Speclalists, and other authorized smpioyees of the Fedsral Government for that purpose.

CERTIFICATION SIGNATURE (sign in ink) DATE

| certity that ail of the statements made by me are true. complets, and cor- -
rect to the best of my knowledge and belief, and are made n goad faith

Page 4

287.2D
Figure I1-3-10.—Personal Qualifications Statement (Standard Form 171). Page 4
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Termination of Auxiliary
Chaplain Services

The following guidelines must be observed
concerning the termination of an auxiliary
chaplain.

1. An appointment may be terminated upon
written notification of the commanding officer.

2. An appointment may be terminated upon
written notification of the auxiliary chaplain.

3. Withdrawal of an ecclesiastical endorse-
ment will require the removal of an auxiliary
chaplain.

4. Notification of the termination of auxil-
iary chaplain services must be made to the Chief
of Chaplains.

CONTRACT CHAPLAINS

Commanding officers may obtain the serv-
ices of a civilian clergyperson to serve as a con-
tract chaplain to conduct religious services when
military or auxiliary chaplains are not available.
A “nonpersonal services contract” is written
with a recognized religious organization or in-
dividual in obtaining the services of contract
clergy.

Guidelines for Appointment

Some of the specific guidelines for appoint-
ment of contract chaplains are listed below.

1. Contract chaplains will operate under
guidelines established by the commanding
officer of the ship or station which they serve.

2. Performance of contract chaplains will be
monitored by the local command chaplain.

3. The duties of contract chaplains will be of
a purely religious nature such as conducting
services and providing private ministrations
which are necessary for the welfare of personnel.

4. The wearing of uniforms by contract
chaplains, including Reserve chaplains acting in
the capacity of contract chaplains, is not
authorized.

5. Reserve chaplains serving under the
authority outlined in SECNAVINST 1730.3 for
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contract chaplains WILL NOT be entitled to
earned drill points or other Reserve compensa-
tion for these services.

Qualification for Appointment

A contract chaplain must be a fully ordained
clergyperson; and, must have an ecclesiastical
endorsement from an agency that is recognized
by the Armed Forces Chaplains Board as an
endorsing agency. Obtaining this endorsement is
the responsibility of the clergyperson who is
seeking an appointment. Endorsements will be

sent directly from the endorsing agency to the
Chief of Chaplains.

Appointment Process

The appointment process involves a number
of steps. A list of the most important steps is
shown below.

1. Award of contracts for chaplains will be
made by the contracting officer with the
approval of the Chief of Chaplains.

2. Nominations for appointment will be
made by the commanding officer on the recom-
mendation of the command chaplain. The
nomination will include the name and faith
(denomination) of the applicant and the place
and length of appointment. This nomination
will be forwarded to the Chief of Chaplains with
a letter indicating that the applicant has re-
quested an ecclesiastical endorsement.

3. Appointment of contract chaplains will
be made for a term not to exceed 3 years.

4. Contract chaplains are hired through the
use of a “nonpersonal services contract” and
are NOT charged against authorized civilian
ceilings.

Privileges of Appointees

Contract chaplains are NOT authorized
travel pay, subsistence pay, commissary and
exchange privileges, or other similar privileges
which are granted to members of the military.
However, they may be given temporary duty
travel orders when it is deemed appropriate by
the commanding officer.



Payment of Appointees

Contract chaplains will be paid from appro-
priated fund resources of each local command.
A funded purchase request must be submitted to
the cognizant contracting office sufficiently in
advance of the date of services in order to permit
adequate processing of the request. The fee for
contract chaplains cannot exceed the following
limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1, not to ex-
ceed an average of two weekday services per
week for the period of the contract.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national contract chaplains
in foreign countries must conform to the local
economy and be established by the respective
area commander.

Termination of Contract
Chaplain Services

The services may be terminated by the con-
tracting officer upon written notification to the
contract chaplain. Notification of termination
must be made to the Chief of Chaplains if it is at
any time other than at the conclusion of the
period of appointment.

CLERGY FOR OCCASIONAL
MINISTRIES

Civilian clergy other than auxiliary and con-
tract chaplains may be utilized periodically upon
the invitation of the commanding officer to con-
duct worship services and provide other religious
ministrations as required.

Clergy for occasional ministries will be
selected by the commanding officer on the basis
of the clergyperson’s abilities and qualifications.
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Payment will be made from appropriated fund
resources and the fee for clergy for occasional
ministries cannot exceed the following limits.

1. $75 for a Sunday or Sabbath service, or a
service conducted on a major religious holy day;
plus, $25 for each additional service held on
these days not to exceed a maximum of $125 per
day.

2. $35 for each weekday service not covered
in the provisions listed in paragraph 1.

3. $35 for emergency ministrations where
the services of a military chaplain are not
available.

4. Fees for local national clergy for occa-
sional ministries in foreign countries must con-
form to the local economy and be established by
the respective area commander.

OFFERINGS AT SERVICES
CONDUCTED BY CIVILIAN CLERGY

The commanding officer may authorize that
an offering be received at religious services that
are conducted by an auxiliary chaplain, contract
chaplain, or clergy for occasional ministries. All
money which is received will be deposited in the
command’s nonappropriated CRP chapel fund,
Each command must establish procedures to en-
sure that civilian clergy hired under the
guidelines of SECNAVINST 1730.3 are NOT
tasked to collect, deposit, or administer monies
which are received as part of an offering at a
religious service which they conduct.

COMMAND RELIGIOUS
PROGRAM (CRP) BUDGETING

The preceding sections of this chapter were
devoted to explaining congressional appropria-
tions, revolving and trust funds, nonappro-
priated funds, operating targets, and the use of
civilian clergy in fulfilling the needs of the CRP.
Although this financial overview was important,
the chaplain and RP need to remember that the
CRP receives its direct support, both facilities
and operating funds, from the local command,
It is the responsibility of the command chaplain
to manage the assets which are allocated for the



Command Religious Program. Therefore, it is
imperative that the RP keep the command
chaplain informed on matters relating to
expenditures which are incurred in carrying out
the functions of the CRP. This action could be
the key to ensuring that a successful program is
established and maintained.

Navy and Marine Corps commands utilize
local operation and maintenance funds for the
support of the CRP. These funds are often
limited and adequate money to satisfy all
requirements normally are not available. Conse-
quently, priorities could change and certain pro-
jects may have to be eliminated altogether. This
means that detailed attention must be given to
the determination of need, the selection of goals,
and the establishment of priorities to bring the
Command Religious Program into line with
available resources.

The CRP operates within the framework of a
three-stage planning, programming, and
budgeting system. These processes will be ex-
plained in the next few sections.

PLANNING PROCESS

Planning is the conscious process of selecting
and developing the best course of action in order
to accomplish an objective. A viable program re-
quires that the chaplain and RP develop realistic
plans and programs. Planning in the Depart-
ment of Defense system is normally projected 5
years in the future. This advanced planning re-
quires that planners carefully study anticipated
trends and changes, make an assessment of
needs, and prepare a broad-scoped plan which
defines specific goals.

PROGRAMMING PROCESS

Programming is the process of translating
program support requirements into personnel
and material resource requirements. The office
of the chaplain must operate within the manage-
ment system used by a command in order to
function effectively. This can be done most
easily by maintaining close contact with the
commanding officer, supply officer, comp-
troller, and others who are key planners in the
budgeting cycle.
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BUDGETING PROCESS

Budgeting is the process of translating
approved resource requirements, both personnel
and material, into time-phased financial require-
ments. The overall budgeting process consists of
the following steps:

1. Determine the needs—it is important at
this point to show that the requirements of the
Command Religious Program are basic to the
needs of the station or unit. This relates the
mission of the CRP to the mission of the com-
mand.

2. Plan the program—this includes the
beginning of the planning stage, which involves
the tedious assembly of facts, and the realistic
setting of goals which frequently will have to be
developed within a limited budget figure.

3. Match goals with funds—this is the
translation of the planned program into actual
dollar figures. Program segments are subdivided
in this step into expense elements such as travel,
purchased services, supplies, equipment, print-
ing, etc.

4. Submit budget—the budget should be
submitted well in advance of the command’s
established time schedule. Early submission
enables the commanding officer to carefully
scrutinize the CRP budget without having to
“rush” through the data.

5. Implement program—this involves put-
ting the funded program into operation. A con-
tinuous review must be performed throughout
the fiscal year; and, reprogramming must be
implemented when required.

6. Study the results—the office of the
chaplain is provided a clear image of future
directions by keeping abreast of the present
situation. A carefully planned budget serves as a
constant reminder of the necessary steps to
accurately forecast future requirements.

7. Maintain diary—actual item expenditures
should approximately match those originally
planned and programmed. The CRP’s budget
diary is developed from this matching process
and assists in supporting future requests.




SUMMARY

A number of topics relating to funding were
explained in this chapter. It is imperative that
the Religious Program Specialist remain con-
tinually aware of the monetary requirements and
regulations regarding budgeting practices by the
command. The RP can assist the command
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chaplain a great deal by remaining knowledge-
able about these financial matters.

and 5 will be devoted to explain-
ing the accounting procedures which are utilized
in managing nonappropriated funds. The focus
will be on the CRP chapel fund and the respon-
sibilities of the personnel who are involved in
managing this fund.
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